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Introduction

Welcome to the VITA IT Asset Inventory System, a comprehensive
Inventory Management application that uses basic Windows
navigation, buttons and tools. The VITA IT Asset Inventory System
consists of five major areas:

+ The Upload Area
+» The Add Asset Area
% The Staging Area
++» The Production Area
+» The Extract Area

The VITA IT Asset Inventory System allows users to:

+ Upload comma delimited electronic (.csv) files to the Staging
Area

+ Add, view and update asset data within the Staging Area

% Move Asset data into Production once the data has been
validated

* View and update asset data within the Production database

Users will be required to ensure their asset data meets all
requirements prior to the data being loaded into the “Production
Area”. A “Staging Area” is provided to assist users with the initial
upload/validation process. After all data has been validated in the
Staging Area, users may move their asset data into the Production
Database.

All electronic asset files must conform to specific file layouts and must
be in a comma delimited (.CSV) file format. File layouts, business
rules, and additional detailed application information can be found in
the Comprehensive VITA IT Asset Inventory Workbook, a link within
VITA website - http://www.Vita.virginia.gov/docs/itAssetinventory.cfm.

For comments, questions or suggestions, please call the VCCC or e-
mail the VITA IT Asset Inventory Manager at
AssetManager@vita.virginia.gov.



http://www.vita.virginia.gov/docs/vitaPolicies/IT_Asset_Inventory_Workbook11-15-2005.xls
http://www.vita.virginia.gov/docs/itAssetInventory.cfm
mailto:AssetManager@vita.virginia.gov

SYSTEM ACCESS

To access the VITA IT Asset Inventory System:

1. Send the VITA IT Asset Inventory Manager an email from your
supervisor authorizing your use of the system. Please send to:
AssetManager@vita.virginia.gov).

2. Go to the Vita Application Website -
https://ssl01.vita.virginia.gov/SecureApps/Assetinventory/banne

r.aspx

3. Select the REQUEST ACCESS icon and follow the onscreen
instructions.
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VITA IT Asset Inventory System
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Welcome to VITA’s IT Asset Inventory System -
Phase III

The YITa IT asgef Inventary System is used to maintain ¥ITA's IT hardware and software inventories, It features a user-friendly web
interface that&nables managing inventaories for updating and uploading the inventories,

System gfivileges must be pre-authorized by the Local Area Coordinator or Service Level Director prior to requesting access to the

®  Select “Request Access” if you are not currently authorized access the VITa IT Asset Inventory System, and follow the onscreen
prompts.
/ ®  Select “Login®” if your are currently authorized to access the VITA IT Asset Inventory System, =l
|§'] Done

T T T3 mycompuer

IT Asset Inventory Banner


mailto:AssetManager@vita.virginia.gov
https://ssl01.vita.virginia.gov/SecureApps/AssetInventory/banner.aspx
https://ssl01.vita.virginia.gov/SecureApps/AssetInventory/banner.aspx

LOGIN

Select the LOGIN icon via the url:

https://ssl01.vita.virginia.gov/SecureApps/Assetinventory/banner.a
SPX

2 Banner - Microsoft Internet Explorer =
File Edit Yiew Favorites Tools Help

»
Qo= » ) - [x] |2 j‘/.’jaearch ¢ Favoritss {‘,‘;| Ir iz 1 -

Address |@1 hittps: /sl vita virginia gov/Securespps fdssatinventory hanner aspx
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VITA Physical IT Asset Inventory

VITA Physical IT Asset Inventory System Access

VITA Physical IT Asset Inventory

equest - What is my
ccess Password?

Powered by VITA Pegasus

Welcome

Phas is now fully functional. Please discontinue using spreadsheet file layouts from Phase I and begin using those

hase II, which can be found here: http://www.vita.virginia.gov/docs/itAssetInventory.cfm

T The VITA Physical IT Asset Inventory system is used to maintain IT hardware and software asset infarmation far each agency and features a user-friendly Weh interface for
updating and uploading processes. System privileges must be pre-authorized by the agency prior to requesting access to the system.
, You wil naed a VITA Pegasus Account to access this system. 1f you have ane, just use the above toolar to login o shange your lagin profile. I you need one, uss the taalbar
ahove to initiate your request,
+ For additional services or problem resolution, please contact the WIT4 Customer Care Center.
A9 2004 Virginia Information Tachnologies Agency v A

[T T 8 S ecalintanet
IT Asset Inventory Login


https://ssl01.vita.virginia.gov/SecureApps/AssetInventory/banner.aspx
https://ssl01.vita.virginia.gov/SecureApps/AssetInventory/banner.aspx

HOME PAGE

Upon successful login to the VITA IT Asset Inventory System, the
HOME PAGE of the IT Asset Inventory System will be displayed.
The ‘Getting Started’ section of the Home Page contains the five
major areas in the application.

< The UPLOAD Area

X/

«» The ADD ASSET Area
< The STAGING Area
<+ The PRODUCTION Area

*

<+ The EXTRACT Area

Q-O-HRBIPLHB B uw-[JE
IT Asset Inventory System |

IT Asset Inventory Home

Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

Welcome to the VITA IT Asset Inventory System

02-07-2006 - PHASE III OF THE IT ASSET INVENTORY SYSTEM HAS BEEN RELEASED!!!

There are many new features of the system, so please review the new User Guide and the Help section (above link), and if you have any gquestions
or need any assistance, please call Mike Donnelly at 804-225-4409,

+ &l data has been converted from Phase 11 to Phase II1, meaning that non-standard data has been standardized. For example, "Win2K" has
been converted to “Windows 2000."

+ The data that did not convert has been placed in the Agency-Wide Staging Area. Please ensure that this data has been repaired by no later
than March 1st, 2006,

e There are two ways to manage the un-converted data in the Agency-Wide Staging 4rea,
1. Correct each record within the agency-Wide Staging Area {online) and promote the corrected records to Production.
2, Extract the records from the Agency-wWide Staging Area and correct the records within the spreadsheet, This method is best for

inventories managed offline and by multiple people, It requires a one time clearing of the Agency-Wide Staging Area by contacting Mike
Donnelly at B04-225-4409,

Getting Started:

The IT Asset Inventory System consists of five separate areas:

1, The Upload aArea,
2, The Add ssset area,
3. The Staging Area,

4, The Production Area, and
&, The Extract Area.

& [ = =T —
IT Asset Inventory Home

The NEWS section at the top of the IT Asset Inventory Home page,
displays information and additional details about the system and
software application upgrades.


https://ssl01.vita.virginia.gov/ITAssetInventory/SessionTimeout.aspx
http://bss01/ITAssetInventory/UploadAsset.aspx
http://bss01/ITAssetInventory/PreAddEditAsset.aspx
http://bss01/ITAssetInventory/PreStaging.aspx
http://bss01/ITAssetInventory/SelectAsset.aspx
http://bss01/ITAssetInventory/ExtractMain.aspx

UPLOAD AREA

The UPLOAD Area allows you to load hardware and software assets
into the IT Asset Inventory system using comma delimited (.CSV)
formatted files. The same file may be loaded multiple times with each
upload overlaying (replacing) all data that exists in the My Staging
Area for the same assets being uploaded.

-0 HNEAGL,LkORZw-[]& |y -

Skip to Content

IT Asset Inventory System

Upload Area
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

Show Instructions

Select File to Upload

Go directly to the Upload Queue

File to Upload: Browse...

File Type: & yargware

 Software

Upload File

MNote: Please allow the page to process. Do not re-click Upload File button. It will cause a processing error. Data may be lost.

V: 3.0.23.0 © 2004 - 2006 Virginia Information Technofogias Agency v A

& (o ™ =T —
IT Asset Inventory Upload

The SHOW INSTRUCTIONS option provides detailed steps to upload
your Asset Inventory data to the Staging area.


http://bss01/ITAssetInventory/UploadAsset.aspx

OrON PO

a

Skip to Content (]

IT Asset Inventory System

Upload Area
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

Hide Instructions

Prior to uploading a file, please confirm the following file format requirements have been met:

e The spreadsheet confarms to the layout as represented in the File Layout spreadsheet found on the VITA intranet here,
e The spreadsheet is saved as "CSY (Comma delimited)" format.

$ on ‘oo coverg.. ] - O X (S (T - 1)

[
G oeskp
LMy Documants
o My Compuer
.,Jmm

Fils pama:

Save 2 type

del
Junscade Taxt (* txt)

'chml': Excel E'?-IEnceI 20]3-&.5 0_&‘5 Warkbook (* xk)
Once you have uploaded your hardware and/or Software spreadsheet files, you will then be able to edit the data within the Staging &rea before

maoving it to the Production Area.

e Warning: Each time you upload a Hardware or Software spreadsheet file, you will overlay all the data that currently exists in the Staging =

Eoone _ T T T Moo
Expanded Instructions

Select the HIDE INSTRUCTIONS option to collapse the detailed
upload instructions.



FUNCTIONS — UPLOAD AREA

Q-0 HREAWL,ke®su-[JE -

Skip to Content .

IT Asset Inventory System

Upload Area

Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

Select the Go Directly to the
Upload Queue option to
View the Status of Your Job.

™ Show Instructions

Select File to Upload

Go directly to the Upload Queue

File to Upload: I Browse...
File Type! & Hardware
/ " Software \

Browse: The File lookup option

Select the Asset used to select the desired data

Inventory data type — ; : file to be uploaded to the Staging

[th t . D t re-click Upload File button. It will
Hardware or Software ® PAge T prossss. Lo it remelek Dpnad e tuttan YRS area. The File to be uploaded

must be saved in a .CSV file
format prior to the upload.

| i
Vi 3.0.23.0 @ 2004 - 2006 Virginia Information Technologias Agency v A
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IT Asset Inventory Upload Area

The primary function of this screen is to Browse, Select and
Upload Asset Inventory data from a spreadsheet file. Refer to the
Comprehensive VITA IT Asset Inventory Workbook for assistance.

1. GO DIRECTLY TO THE UPLOAD QUEUE link allows you to
View your Jobs that are running in the Upload Queue.

2. BROWSE button allows you to navigate to the location of your
spreadsheet(s) and select the file you want to upload. The
spreadsheet selected must a .CSV formatted file otherwise
the system will generate an error message indicating that it
cannot upload this file.

3. FILE TYPE button allows you to select the type of Assets you
are loading — Hardware or Software.


http://www.vita.virginia.gov/docs/vitaPolicies/IT_Asset_Inventory_Workbook11-15-2005.xls

4. UPLOAD FILE button allows you to upload the selected file to
the VITA IT ASSET INVENTORY SYSTEM My Staging Area
(a temporary work area used to finalize your asset data prior to
loading the data into production).



UPLOAD TO STAGING — INTERMEDIARY SCREEN

QO HRAN LK% u-Jd Y - = %

-

Skip to Content

IT Asset Inventory System

Upload Area
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

Instructions

The Upload 4rea screen allows you to view and verify that the correct file has been chosen to upload to the Staging area. Verify that the

Is this the File you

sented matches the column heading. Pay close attention to any errors messages.

wish to up|oad? ou notice the wrong data is presented click the upload another file link, If you are confident that the correct data has been

fd then click on the upload all data from file link.

A

File M:\Inventory Mgmt Projects\asset Inventory Enhancements & Data Clean up\Testingh TESTDATA FOR USERSY173
MName: Y 173_HW_PROD_Kathey.cswv

File Size: 41.772 KB

‘ Load all data from file | ‘ Canecel Upload - Select another file

WARNING - The data currently in your staging area will be replaced.

Ar
Equipment Additional Serial Manufacturer Model g se WITA Tag  T:
Type Det Kumber Name Number £ t Mumber U
173 PERSONAL  LAPTOP M/A PC - J2MOQS5L DELL, INC, LATITUDE WINDOWS O 100073488 584 N
COMPUTER LAPTOP Dsoo 2000
173 MNETWORK MODEM w.35 56K 3430442 COMSPHERE 3610 100007910 336 N
EQUIPMENT MODER
- DATA =
< I ]
|&] pore [T N9 oslintranst

Upload Area - Upload to Staging Intermediary

This area displays the data in the file selected for upload into staging.
Below are Instructions, Software/Hardware file details, and
information about the data file.

1. Instructions: The Upload Area screen allows you to view and
verify that the correct file has been chosen for upload to My
Staging Area. This is the place to verify that the data presented
matches the column headings. Pay close attention to any error
messages. Should you notice the wrong data is presented,
click the CANCEL UPLOAD-SELECT ANOTHER FILE button.
If you are confident that the correct data has been presented
then click the UPLOAD ALL DATA FROM FILE button.

2. Software/Hardware File Details: This is a preview of what is
being uploaded to staging. To continue the upload with this file
select the LOAD ALL DATA FROM FILE button. To cancel

9



this upload, select the CANCEL UPLOAD-SELECT
ANOTHER FILE button.

3. Data: This section allows you to review a sampling of the data

to be uploaded by using the scroll bar to see the presented
records.

10



UPLOAD QUEUE

After selecting the LOAD ALL DATA FROM FILE button to upload
the data into the IT Asset Inventory System, the following Upload
Queue Screen is displayed. Here you will see your submitted job, the
position (# of Jobs ahead), and status of the job.

@'J\ﬂlﬁ l1|/ﬂ€“| Irig ] - 'ﬁ o -ex

Skip to Content

IT Asset Inventory System

Upload Queue
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

Imports statictics are only available for 24 hours after the Request Time, If an Import’'s Status code is "In Error”, the file format is either incorrect or
it has multiple agency numbers included.

Agency File Mame Status Upload Date/Time ahead
173 - Charitable Gaming MisInventory Mgmt ProjectshAsset Inventory Enhancements & Data Clean Waiting 2/6/2006

Department of uphTestingh TESTDATA FOR USERS\L 11:40:43 AM

* This page will automatically refresh every minute or Refresh Page.

WOTE: Depending upon the size and number of jobs ahead of yours, it could b Notice your File has , or much longer. Please be patient as
it uploads and be sure to check the # of jobs ahead of yours if there seems tof  gn injtial status of

Waiting.

V'F ! A
V: 3.0.23.0 @ 2004 - 2006 Virginis Information Technofogias Agancy £

& U e
Upload Queue

You may click on the REFRESH PAGE BUTTON at the bottom of the
screen to monitor your job.

When your job has a status of COMPLETE you may review the
loaded data by selecting the STAGING Button at the top of the Page.

11
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STAGING AREA

The Staging Area is segmented by My Staging Area and Agency-
Wide Staging Area.

My Staqging Area

Select the STAGING Button at the top of the Page to view the
records in the My Staging Area.

The My Staging Area Summary screen displays:

The Total Number of Assets Loaded into My Staging Area
Records that are Duplicates in your Staging Area

Records that may be Duplicates in Production

Records that are Eligible to Move to Production

The Move to Production Statistics for Your Records in Your
Staging Area

3

*

3

*%

3

*%

3

*%

/7
0’0

Q-0 HREW LK ew-[Jd |y -2
™ Show Instructions

Gurrent Agency: 119 (Lieutenant Governor) Change Agency Search for an Asset Software Asset Show Agencywide Assets

My Staging Area - Hardware Asset Records

View [Count |Description

4|Total Asset Records in my work area.

Records that did not pass validation and must be resolved

L

B

Asset Records with Yalidation Errors.

o

Asset Records marked as Updates to Production {but Agency Mo doesn’t match). (Error 2.5)

View and Resolve My Staging Area - Records that are duplicates

these Records.

(&)

Duplicates - Records that are duplicated within your spreadsheet and must be resolved.

4 |Duplicates - Records that are duplicated with another user in the Current Agency.

4 |Duplicates - Records owned by you that are duplicated with another Agencies Staging Assets. Assets created by you and duplicated
with another Agencies Staging asset(s).
My Staging Area — Potential Production Duplicates
View 2 |These Staging record{s) match ¥ITA Tag Mumber of a production record, but the Serial Number/Manufacturer Name do not match on

the same record. ¥ou must update the asset in production, to fix any of the 3 key fields, {error 1)

0 |These Staging record{s) match one Production Record on ¥YITA Tag but match another Asset an Serial Number and Manufacturer
Mame, {error 1,1)

0 |These Staging record{s) match the Serial Mumber and Manufacturer of a production record but do not match the YITA Tag you've
entered on the same record. You must update the asset in production, to fix any of the 3 key fields. (error 2.1

0 |These Staging recordis) match multiple Production records on Serial Number and vendor Tag. There were no matches on YITA Tag,
Serial Number/Manufacturer or Agency Tag. You must provide more key information in order to update this asset, (errar 2.4)

Records that are eligible to Move to Production =

0 |Total Records(s) eligible to Move to Production,

0 |Records with no errors or warnings,

0 |Records with warnings.

Move to Production Statistics (for all records in my Staging Area)

My Staging Area Summary

Each time you upload an asset spreadsheet, the data in the My
Staging Area is replaced with the data you uploaded.

12



Any records that did not pass validation, should be viewed and
resolved in order to move those records into Production.

Select the View button in the RECORDS THAT DID NOT PASS

VALIDATION AND MUST BE RESOLVED section to display the Bad
Staging Records.

13



STAGING - VIEW BAD STAGING RECORDS

In the example below, the four (4) hardware assets that did not pass
the validation tests are displayed.

QO HEK LA - JK

Ny - 5 x
g

Skip to Content .

IT Asset Inventory System

Staging - Hardware Assets
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

™ Show Instructions

My Bad Hardware Staging Records
Agency: 173 (Charitable Gaming Department of)
Total Records: 2

1

Asset Category Equip. Serial Manufacturer Maodel VITATag Agency Tag Agency Vendor/Other
Type Number Name Number No. No. Inventery Zone  Tag No
@ Delete Edit METWORK MODEM 3430442 COMSPHERE 3610 100007910 336
EQUIPMENT - DATA
@ Delete Edit NETWORK MODEM 944 28982 DIGI BEM 100007914 556

EQUIFMEMT - DATA

—

Beturn to Staging Home

Vi 3.0.23.0 @ 2004 - 2006 Virginia Information Technofogias Agency v A
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My Staging — Hardware Assets

A YELLOW YIELD SIGN with a black exclamation mark indicates a

warning. The field will load but you may want to address the issue
prior to loading.

A RED STOP SIGN indicates that there is an error with this field and
the record will not pass validation unless corrected.

Moving the mouse over the RED STOP Sign or the YELLOW YIELD
Sign for a specific row, displays a pop-up with information explaining
why a record did not pass validation. The choices are to DELETE or
EDIT the record.

14



STAGING AREA - UPDATE ASSET

In this example, EDIT was selected. The EDIT selection displays the
Update Instructions, the Errors and the asset record fields.

Q-O-HEAGL,Y,@IE S w-[Jl -

Skip to Content

IT Asset Inventory System

Staging Area - Update Hardware Asset
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

¥ Hide Instructions

To edit an asset(s), follow the steps below:

1. Update the fields for this asset.
2. Fix any errors that you see presented,

3. Once you have received the message, “asset has been added/updated.” please click on the staging link at the top of the page to view your
other staging assets,

| Update Asset H Cancel |

Asset Information

Agency: 173 (Charitable Gaming Department of)

* ERROR - Warranty Expiration Date is required.
# ERROR - Service Status Effective Date is required.
# ERROR - Service Status Effective Date is required.
* WARNING - Non-Standard Manufacturer Name

Categsosrif [METWORK EQUIPMENT - DATA =] warking Order: [ - INWORKING CONDITION =l
Equi;?rcszf o ooEm Service Status: [V - IN SERVICE =l
AManufacturer p W @ service Status Effective I—E
Mame: Date:
Model No.: |361D— Service Status Comments: | él -
CEE e

Staging Area — Update Hardware Asset

The error messages will direct you to the fields that must be corrected
before the record can be moved to the “Production Area”. The
warning messages will also be displayed.

Once the errors have been corrected or you have completed editing
this asset, select one of the following options:

s UPDATE ASSET: Will save this asset record to Staging and
re-validate asset.

s CANCEL: Will return to the Staging area and disregard any
changes made.

15



When all errors associated with the record have been corrected and
Update Asset has been selected, a message will appear indicating
the ASSET HAS BEEN ADDED OR UPDATED.

Q-0 HREW LK ew-[Jd -

Skip to Content

IT Asset Inventory System

Staging Area - Update Hardware Asset

Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

¥ Hide Instructions

To edit an asset(s), follow the steps below:

1. Update the fields for this asset. | |
2. Fix any errors that you see presented,

3. Once you have received the message, “asset has been added/updated.” please click on the staging link at the top of the page to view your
other staging assets,

| Update Asset H Cancel |

Asset Information

Agency: 173 (Charitable Gaming Department of)

Asset has been added/updated.

/'

#4358t [ETWORK EQUIPMENT - DATA =]

Category: working Order: |V - IN WORKING CONDITION |

Eq“'ﬂ":ﬁg? /- [MoDEM Service Status: [¥ - IN SERVICE =

Manufacturer ., [BRCIARD BELL Service Ststus Effective Date: [ZB2006 | w)
Mame:

Model Mo.: [3610 Service Status Camments: ﬂ

Serial No.: |3430442 Operating System: /I

MITé Tan ————7++-++-—" = & A
4]

| 3l
& T M eedlintranet

Staging Area — Update Hardware Asset

16



icrosoft Internet Explorer

File  Edit Wiew Favorites Tools  Help ‘

@Back - @ - lﬂ lg hh|/:jSearch \i\\'.(Favnr\tes €‘3| <] = :’\; .ﬂ - _J ﬁ

Address [{&] http://bss01 /ITAssetinventory/StagingHhiProcessing aspx | Go |Lmks w
=

Skip to Content i

IT Asset Inventory System

Staging - Hardware Assets
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

I~ Show Instructions

My Hardware Staging Records
Agency: 182 (Employment Commission Yirginia)
Total Records: 27

1234
Asset Equip. Type Serial Manufacturer Name Model VITA Tag No. Agency Agency Vendor/Other
Category Number Number Tag Ne. Inventory Tag No

Zone

@ Delete i PERIPHERAL MONITOR MULTANBBOZ  GATEWAT, INC. FPD1730  WTIANBE4376Z OTHERTAGZ

@ Delete Edit PERIPHERAL MONITOR MULIANBBO3 GATEWAT, INC. FPD1730  WTIANBEA43762 OTHERTAG3

@ Delete Edit PERIPHERAL DOCKING MULTANBEBO4  GATEWAT, INC. RPOA YTIANBEA 3764 OTHERTAGY

STATION

@ Delete Edit PERIPHERAL MONITOR MULIANBBOS  DELL, INC. E172FPI YTIANBEAZTES OTHERTAGS

@ Delete Edit PERIPHERAL MONITOR MULIANBBOS  DELL, INC. E171FP YTIANBE4 3786 OTHERTAGE

@ Delete Edit SHARED LAN  PRINTER MULIAMBBO? HEWLETT-PACKARD  L11100 WTIANBBA43767 YBPDOOS OTHERTAGT -
DEVICE COMPANY (HP)

@ Delote Edit PERIPHERAL DOCKING MULIAMBRO1  DELL, INC. 1 YTIANBEA3751 OTHERTAGL

STATION

@ Delete Edit SHARED LAN  PRINTER MULIANEBO? HEWLETT-PACKARD  L11200 YTIANBE43785 YBPDO19 OTHERTAGS
DEVICE COMPANT (HP)

@ Delete Edit SHARED LAN  PRINTER MULIANBBO? HEWLETT-PACKARD  L113z0 WTIANBEAZTED OTHERTAGD
DEVICE COMPANT (HP)

@ Delete Edit SHARED LAN PRIMTER MULJANBBO? HEWLETT-PACKARD Lizon YTIANBB43770 WBPDOZ2S OTHERTAGLO j

=== = friwAr AT
|@| F,i’i,i ’7 %J Lacal intranet

My Staging — Hardware Assets

17



MY STAGING AREA — MOVE TO PRODUCTION

Once you have corrected all of the Assets that you wish to “move to
Production”, click on the STAGING button to view the records in
your staging area waiting to be moved.

QO HEBILESEE K | & -
Staging Area Summary - Hardware Records 2=
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

" show Instructions
Current Agency: 182 (Employment Commission Yirginia) | Change Agency || Search for an Asset || Software Asset |

Show Agencywide Assets

My Staging Area - Hardware Asset Records

View |Count |Description
37|Total Asset Records in my work area.

Records that did not pass validation and must be resolved

Wiew

&)

Asset Records with Yalidation Errors,

o

Asset Records marked as Updates to Production {but Agency Mo doesn’t match). (Error 2.5)

My Staging Area - Records that are duplicates

View
]

o

Duplicates - Records that are duplicated within your spreadsheet and must be resolved.

o

Duplicates - Records that are duplicated with another user in the Current Agency,

o

Duplicates - Records owned by you that are duplicated with another Agencies Staging Assets, Assets created by you and duplicated
with another Agencies Staging Asset{s).

My Staging Area — Potential Production Duplicates

o

These Staging record(s) match ¥ITA Tag Number of a production record, but the Serial Number/Manufacturer Namme do not match an
the same record. You must update the asset in production, to fix any of the 3 key fields. (error 1)

These Staging record(s) match one Production Record on YITA Tag but match another Asset on Serial Mumber and Manufacturer
Mame, {error 1.1)

o

=)

These Staging record({s) match the Serial Number and Manufacturer of a production record but do not match the ¥ITA Tag you've
entered on the same recaord. You must update the asset in production, to fix any of the 3 key fields. (error 2.1

0 |These Staging record{s) match multiple Production records on Serial Number and Yendor Tag., There were no matches on YITA Tag,
Serial Number/Manufacturer or Agency Tag. You must provide more key information in order to update this asset. (errar 2.4)

Records that are eligible to Move to Production
iew | 1 |Tota| Records(s) eligible to Move to Production. =

Eloe _ I B B B 2 [P =
Staging Area Summary — Hardware Records

Click the VIEW button in the RECORDS THAT ARE ELIGIBLE TO
MOVE TO PRODUCTION section to display the records that are
ready to be moved to the “Production Area”.
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The screen below shows the record eligible to be moved to

Production. You have the option to EDIT the record(s) or DELETE
the record(s) from your “My Staging Area”.

Select the RETURN TO STAGING HOME to return to the "My
Staging Area” and prepare to move the record(s) to Production.

OO MWL, B uw- )il

Ny - 5 X
s &

Skip to Content =
IT Asset Inventory System

Staging - Hardware Assets

Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

™ Show Instructions

My Staging Hardware Records for Production
Agency: 182 (Employment Commission Yirginia)
Total Records: 1

1

Asset Equip. Serial Manufacturer Model VITA Tag No.
Category Type Number Name

W Delete Edit PERIPHERAL — MOMITOR  MUUAMBBOZ1 GATEWAT, INC.

Agency Tag Agency Vendor/Other Tag
Number No. Inventory Zone  No

FPD1730 VTIAMBB437621 OTHERT&G2

Al

/ Eeturn to Staging Home
Vi 3.0.15.0 © 2004 - 2006 Virginiz Information Technologias Agency v A

SR 0 - P
Staging — Hardware Assets
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Once you are satisfied that all editing is completed and are ready to
move the valid asset data to production, then select the MOVE MY
STAGING AREA HARDWARE/SOFTWARE ASSETS TO
PRODUCTION button at the bottom of the page.

Q-O HEB LN
~ —

2 |Asset Recaords with Yalidation Errors.
0 |asset Records marked as Updates to Production (but Agency Mo doesn’t match). (Error 2.5)
My Staging Area - Records that are duplicates
View 6 |Duplicates - Records that are duplicated within your spreadsheet and must be resolved.

]| =

Duplicates - Records that are duplicated with another user in the Current Agency,

0 |Duplicates - Records owned by you that are duplicated with another Agencies Staging Assets. Assets created by you and duplicated

with another Agencies Staging asset(s).
My Staging Area — Potential Production Duplicates

0 |These Staging record{s) match ¥IT4 Tag Number of a production record, but the Serial Number/Manufacturer Name do not match on
the same record. ¥You must update the asset in production, to fix any of the 3 key fields, {error 1)

0 |These Staging record{s) match one Production Record on YITA Tag but match another Asset an Serial Number and Manufacturer
Mame, {error 1,1)

0 |These Staging recordis) match the Serial Mumber and Manufacturer of a production record but do not match the YITA Tag you've
entered on the same record. You must update the asset in production, to fix any of the 3 key fields. (error 2.1

0 |These Staging record{s) match multiple Production records on Serial Nurmber and Yendaor Tag. There were no matches on YITA Tag,

Serial Number/Manufacturer or Agency Tag. You must provide more key information in order to update this asset. (error 2.4)

Records that are eligible to Move to Production

1

Total Records{s) eligible to Move to Production.

Records with no errars ar warnings,

Records with warnings.

Move to Production Statistics (for all records in my Staging Area)

Wiew 1

MNew Asset Records will be added to the Production Area.

Existing Production Area Asset Records will be updated.

v | Move MY STAGING Area Hardware Assets to Production

|§'| Dane

Staging Area Summary — Hardware Records

e = By - 9 x
HEriz o o | ) il o

I B~ T
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When the Move MY STAGING Area Hardware/Software Assets to
Production button is selected, the screen below is displayed to
summarize the number of assets that will be moved to Production.

Click the MOVE HARDWARE ASSETS TO PRODUCTION AREA

button to continue the move process, or click the CANCEL button to
discontinue the move.

Q-© XA LPke® 32m-Jd Ny = A

Skip to Content

IT Asset Inventory System

Promote Assets to Production
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

182 (Employment Commission Virginia)

Hardware Move to Production

You are about to move Hardware assets that have passed walidation from the Staging Area to the Production area, Assets that have not passed
validation will remain in the Staging Area until resolved and moved to the Production Area, or overlaid by the next Staging Area Upload.

Below is the summary of moving your assets to the Production Area.

Before Move After Move Description
1} Total Assets Updated In Production
1 Taotal Assets Inserted in Production

Total Assets Failed

1 Taotal Assets

To continue, click the button below.

/ | Move Hardware Assets To Production Area | ‘ Cance| |
¥: 3.0.15.0 @ 2004 - 2006 Virginiz Information Techrolegies Agency v A

[&]pere ] [ =T m—
Promote Assets to Production
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Once the assets have been moved to production, the Promote Assets
to Production page is displayed showing:

s The Total Assets Updated in Production
+* The Total Assets Inserted in Production

% The Total Assets Fail during the move
+ Total Assets

Click the DONE button to return to Staging Area Summary Screen.

OO HNEAnLokes - Jg |y -=

Skip to Content

IT Asset Inventory System

Promote Assets to Production
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

182 (Employment Commission Virginia)

Hardware Mowve to Production

You are about to move Hardware assets that have passed walidation from the Staging Area to the Production 4rea, Assets that have not passed
validation will remain in the Staging area until resolved and moved to the Production Area, or overlaid by the next Staging Area Upload.

Below is the summary of moving your assets to the Production Area,

Before Move After Move Description
o 1} Total Assets Updated In Production
1 1 Total &ssets Inserted in Production
1} Total Assets Failed
1 Total Assets

To continue, click the button below,

Vi 3.0.15.0 @ 2004 - 2006 Virginia Information Technofogias Agency v A

/'

[Eoere _ 5 ) -
Promote Assets to Production
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Notice the number of Records in the Move to Production Statistics
area after the successful move.

Q-0 HNREB LY - JE -3 2
71 T

| 0 |Asset Records marked as Updates to Production (but Agency No doesn't match), (Errar 2.5)

My Staging Area - Records that are duplicates

o

Wigw
36 |Duplicates - Records that are duplicated with another user in the Current Agency,

0 |Duplicates - Records owned by you that are duplicated with another Agencies Staging Assets. Assets created by you and duplicated
with another Agencies Staging asset(s).

Duplicates - Records that are duplicated within your spreadsheet and must be resolved.

My Staging Area — Potential Production Duplicates

0 |These Staging record{s) match ¥ITA Tag Number of a production record, but the Serial Number/Manufacturer Name do not match on
the same record, You must update the asset in production, to fix any of the 3 key fields, {error 1)

0 |These Staging record{s) match one Production Record on ¥ITA Tag but match another Asset an Serial Number and Manufacturer
Mame, {error 1,1)

0 |These Staging recordis) match the Serial Mumber and Manufacturer of a production record but do not match the YITA Tag you've
entered on the same record. You must update the asset in production, to fix any of the 3 key fields, (error 2.1

0 |These Staging recordis) match multiple Production records on Serial Nurmber and Yendor Tag. There were no matches on YITA Tag,
Serial Number/Manufacturer or Agency Tag. You must provide more key information in order to update this asset, (errar 2.4)

Records that are eligible to Move to Production

0 |Total Records(s) eligible to Move to Production,

0 |Records with no errors or warnings,

0 |Records with warnings.

Move to Production Statistics (for all records in my Staging Area)

0 |New asset Records will be added to the Production Area.

0 |Existing Production Area Asset Records will be updated.
/ [ Move MY STAGING Area Hardware Assets to Production
¥: 3.0.15.0 @ 2004 - 2008 Virginiz Information Technologles Agancy v AA | |
-

[&ioone _ I B B B =T
Staging Area Summary — Hardware Records

AGENCY-WIDE STAGING AREA

The Agency-Wide Staging Area displays records uploaded by
another user within the same agency. It acts the same as My Staging
Area except that the records can only be removed or adjusted online.
Uploads will not affect data uploaded by others.

Select the STAGING Button at the top of the Page. Select the Show
Agencywide Assets button to view the records in the Agency-Wide
Staging area. Follow the procedures shown in the My Staging Area
to manage the records in the Agency-Wide Staging Area

23



Q-0

N B Lk

IT Asset Inventory System

Staging Area Summary - Hardware Records

Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

" Show Instructions

Current Agency: 173 (Charitable Gaming Department of) [ Change Agency | [ Search for an Asset ||

Show Agencywide Assets

/ View |Count |Description

Software Asset |

My Staging Area - Hardware Asset Records

171 |Total Asset Records in my work area.

Records that did not pass validation and must be resolved

View

-

Asset Records with Yalidation Errors,

o

Asset Records marked as Updates to Production ¢but Agency Mo doesn’t match), (Error 2,5)

My Staging Area - Records that are duplicates

o

Duplicates - Records that are duplicated within your spreadsheet and must be resolved.

0 |Duplicates - Records that are duplicated with another user in the Current Agency.

0 |Duplicates - Records owned by you that are duplicated with another Agencies Staging Assets. Assets created by you and duplicated
with another Agencies Staging &sset(s).

My Staging Area — Potential Production Duplicates

0 |These Staging recordis) match ¥IT& Tag Number of a production record, but the Serial Number/Manufacturer Name do not match on
the same record, You must update the asset in production, to fix any of the 3 key fields, (error 1)

0 |These Staging recordis) match one Production Record on YITA Tag but match another Asset an Serial Nurber and Manufacturer
Mame, {error 1,1)

0 |These Staging record{s) match the Serial Mumber and Manufacturer of a production record but do not match the YITA Tag you've
entered on the same record. You must update the asset in production, to fix any of the 3 key fields. (error 2,13

o

These Staging record(s) match multiple Production recards on Serial Number and Yendor Tag. There were no matches on WITA Tag,
Serial Number/Manufacturer or Agency Tag. You must provide more key information in order to update this asset. (error 2.4)

L - By - 5 x
B-ew-[JB i

peu) 32 s AR OUR RN =T R TN

a

|€| Daone

Q-0

’7 ’7 ’7 ’7 ’7 |‘-J Local intranet

HR B Ldke

IT Asset Inventory System

Staging Area Summary - Hardware Records

Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

" Show Instructions

Current Agency: 173 (Charitable Gaming Department of) [ Change Agency  |[ Search for an Asset ||

Show My Staging Area

View |Count

Software Asset

ardware Asset Records

Description

175

Total record(s) in Staging area for my Agency.

Records that did not pass validation and must be resolved

Wiew

o

Asset Records with Yalidation Errors.

o

Asset Records marked as Updates to Production {but Agency Mo doesn’t match). (Errar 2.5)

Agency-Wide Staging Area - Records that are duplicated

N

4;

Duplicates. (all duplicate records for my Agency)

o

Duplicates - Agency wide assets that are duplicated with another agency’s assets, (View only)

Agency Wide Area — Potential Production Duplicates

(=]

These Staging record(s) match YITA Tag Mumber of a production record, but the Serial Number/Manufacturer Name do not match an
the same record. To fix any of the 3 key fields, the production record must be updated. (error 1)

These Staging record(s) match one Production Record on WITA Tag but match another Asset on Serial Number and Manufacturer
Mame. (error 1.1}

These Staging record(s) match the Serial Number and Manufacturer of a production record but do not match the VITA Tag you've
entered on the same record. You must update the asset in production, to fix any of the 3 key fields. {error 2.1)

These Staging record(s) match multiple Production records on Serial Number and Vendor Tag. There were no matches on ¥YITA Tag,
Serial Number/Manufacturer or Agency Tag. You must provide more key information in order to update this asset. {error 2.4)

Records that are eligible to Move to Production

View ] | 170

| Tatal Dacardfcy aliathle tn Mnwa tn Deaduction

|@ Done

The Ag

Y O B B = T S

ency-Wide Staging Area Summary screen displays:

24
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% The Total Number of Assets contained in the Staging Area

+ Total Records that are Duplicates in the Staging Area

* Records that may be Duplicates in Production

* Records that are Eligible to Move to Production

% The Move to Production Statistics for All Records in the Staging
Area

25



ADD NEW ASSET

Individual IT Assets can be added to the Inventory System by
selecting the ADD ASSET button at the top of the screen.

The asset will be added to the Staging Area and will have to be
moved to Production.

a Add Asset - Microsoft Internet Explorer

File Edit Wiew Favortes Tools  Help

3

@Back - -_\_) - |ﬂ lELI __h | /:j Search \;n:( Favorites €3| - :f ] - _J ﬁ

Address |g‘| http: {[bss01/ITAssetInventory/PreAddEdit Asset, aspx

j Go |L|nks i

Skip to Content

IT Asset Inventory System

Add Assct

Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

Agency: | Select an Agency -- =] © Hardwars © softwars

V: 3.0.16.0 @ 2004 - 200 Virginia Information Technotogias Agency v A

=
5] T T Rt
Add Asset

To add a new Asset, select the AGENCY that you would like the
Asset added to, select HARDWARE or SOFTWARE, and click the
SUBMIT button to add the information.

26



3 Staging Area - Add Hardware Asset - Microsoft Internet Explorer =] ES .

File  Edit Wiew Favorites Tools  Help ‘ R.

@Back - O - E @ Ch|p5&arch i:\\'{‘Favnr\tes @ D_C—Bv ‘l_\ﬁ 1@ - I_J ﬁ

Address @http:;;hssm;mssetlnventmy;AddzditHwnsset.aspx | Go |Lmks w
[~

Agency: 1000 (Virginia War Memorial Board of Trustees)

Asset
category: | Select an Asset Category - J

Equl[?rmyEQT: pel Service Status: I-- Select a Service Status -- d
Manufacturer \_l— . l—
Name: © Service Status Effective Date: 3
Model Mo, Service Status Comments: ﬂ
Serial Mo, Operating System: /'7|
VITAJ;Q VITA Network?: @ vas C No
Yendor/Other l—
Tag Nao.:
Agency Tag l—
Mo
Company/Vendor Name Miscellaneous Information

wendor - I— additional l—

Name: © Details: A
4| | »
|@ Done ’7,7’7,7’7 g Lacal intranet
Staging Area - Add Hardware Asset

Waorking Order: | Select a Waorking Order -- j

After entering the data for the new Asset, the user can either select:

< ADD ASSET - saves the data as a new asset record in the
Staging Area.

s CANCEL - cancel all data entry for this record and return to the
Add Asset screen.
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PRODUCTION AREA
O O HNEAB L,k -[JE o -5~

a

Skip to Content [ ]

IT Asset Inventory System

Production Area - Search Criteria
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

[T Show Instructions

Enter Search Criteria for Asset

1. Agency No. |182 {Employment Commission Yirginia) j
2. Asset Type & Hardware © Software

3. Asset Category |*‘* all Asset Categories ** j
4, Equipment Type IContains j |

&, Manufacturer Mame |Contain5 j |

6. Serial Number |Contain5 j I

7. WIT4 Tag Mumber |Contain5 j |

3. Agency Tag ICUmains j I

9. Include Service Code "D" O

10, Agency Inventory Zone |Cumain5 j I

11. vendor/Other Tag Mo |Cumain5 j I

12, Click Search when you are done.

-

Mote: Please allow the page to process, Do not re-click Search button.It will cause a processing error, Data may be lost.

(&1 bore _ __FFFFFW
Production Area — Search Criteria

Click on the PRODUCTION link at the top of the page to review your
production data.

Fill in the categories you wish to search on and click on the SEARCH
button.

28



SEARCH RESULTS — PRODUCTION AREA

The Search Results section of the Production Area — Search
Criteria page displays:

¢ The number of records found
+ The number of records you may display per page.
¢ Click HERE to view the records.

Q-0 HNEGL,HkOIS T -[JE W

a

Skip to Content b

IT Asset Inventory System

Production Area - Search Criteria
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

[T Show Instructions

Search Results

Your search found 5058 records.

1. Select how many records you wish to view per page: [10 'I
2. Click here to view the records,

Show Criteria

V: 3.0.15.0 © 2004 - 2006 Virginia Information Technofogias Agency v A

Eioons I e

Production Area — Search Criteria

The SHOW CRITERIA button allows you to display and modify your
Production record Search options to search for other records.
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The Click HERE button will display records similar to ones shown
below.

Q-0 HREAWLPwe

2 ¥ - 'ﬁ iy - 5=

-

Skip to Content

IT Asset Inventory System

Production Area - Search Results
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

View and Edit

T ow Instructions

Manufacturer Age
Equip. Type MName Serial Mo VITA Tag Tag
View/Edit 173 NETWORK VYIDEO POLYCOM H2050700D589 100073521 717 WWATT
EQUIPMENT - CONFERENCE
YOICE EQUIPMENT
View/Edit 173 NETWORK MODEM DIGI Y844 28982 100007914 556 GTODD
EQUIPMENT -
DATA
View/Edit 173 METWORK MODEM PALMONE, INC. 3430442 100007910 336 GTODD
EQUIPMENT -
DATA
Vigw/Edit 173 PERIPHERAL MONITOR GATEWAY, YOED10930 100073465 398 GTODD
INC,
View/Edit 173 PERIPHERAL MONITOR GATEWAY, TaK026471 1000738505 471 GTODD
INC,
View/Edit 173 PERIPHERAL MONITOR GATEWAY, T2K026423 100073504 494 GTODD
INC.
View/Edit 173 PERSOMAL DESKTOP GATEWAY, 13124270 100007953 61 GTODD
COMPUTER INC.
View/Edit 173 PERIPHERAL MONITOR GATEWAY, 803523632 100078498 455 GTODD
INC.
Vigw/Edit 173 PERIPHERAL MONITOR GATEWAY, TBK02257%5 100073466 399 GTODD
INC.
View/Edit 173 PERSOMNAL DESKTOP GATEWAY, 16350740 100007955 64 GTODD
COMPUTER INC,

Change Search Criteria

& [ - e
Production Area — Search Results

Change Search
Criteria

UPDATING IN THE PRODUCTION AREA

The VIEW/EDIT link on the Production Area — Search Results screen
above allows you to View or Edit a particular record.

The CHANGE SEARCH CRITERIA button allows you to modify your
Production record Search options to search for other records.

When the VIEW/EDIT link is selected for a particular record, all
associated fields are displayed and can be updated.

After modifying the desired fields, click the UPDATE ASSET button to
save your changes.

30



If there are no changes to be made to the Asset Record, click the

CANCEL button to return to the Production Area—Search Results
screen.

Q-O- NP,k sw-JA y -
IT Asset Inventory System

v

Production Area - Update Hardware Asset

Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

¥ Hide Instructions

To edit an asset(s), follow the steps below:

1. Update the fields for this asset,

2. Fix any errors that you see presented.
3. Once you have received the message, “Asset has been added/updated.” please click on the staging link at the top of the page to view your
other staging assets.

[ Update asset | [ cancel |

Asset Information

Agency: 173 (Charitable Gaming Department of)

Asset

T [METW/ORK EQUIPMENT - YOICE =] working Order: [ - IN¥VORKING CONDITION =
Equlp{;;gf}: s lm Service Status: |Y - IN SERVICE j
Manufag;#’s:r y. W Service Status Effective Date: I—E
Model Mo.: lm Service Status Comments: | j
Serial No.: W Operating System: /-'I—
VITA 129 [ioooreszt VITA NetworkT: & ves C Mo

-

\ v
_ I I B B T = S
Production Area — Update Hardware Asset

2l
|g‘| Dane
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EXTRACT DATA

The Extract Area allows users to extract (download) hardware and
software asset data from both the staging and production areas. The
Extract from Staging acts as an Exception Report by displaying any
error in the far right columns of the report

Follow the steps below to extract your agency data.
% Select the AGENCY from which to extract the data.
s Select the AREA from which to extract the data: Staging or
Production.
Select the ASSET TYPE you would like to extract: Hardware or
Software.
+ Select a HARDWARE INVENTORY ZONE, if applicable, by
clicking on the Inventory Zone box, selecting the operator of
choice and keying in the Inventory Zone value you would like to
search on. This option is only available when extracting
Hardware assets.
Click the INCLUDE DELETE RECORDS box to extract deleted
records as well as current records.
% To customize your EXTRACT FILE NAME select CUSTOM and
key in the file name of your choice.
Click the EXTRACT DATA button.

*

L)

0’0

L)

*

*

L)

0’0

O O HEnlokaa 2w -[J& o -

Skip to Content

IT Asset Inventory System

Extract Data
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

I show Instructions

Extract Assets

Go directly to the Extract Queue

1. Select Agency: |1?3 (Charitable Gaming Department of) LI
2. Select an Area:
& Staging
© production
3. Select an Asset Type:
& Hardware
© saftware
4. Select Inventory Zone: (Only awvailable for Hardware assets)
™ Inventory Zone |Contains =] [
5. Include Deleted Recards: I
6. Extract File Name |Standard =] [173_HW_STAGING

Extract Dats
Mote: Please allow the page to process. Do not re-click Extract Data button. It will cause a processing error. Data may be lost.
Vi 3.0.23.0 @ 2004 - 2006 Virginis Information Technologies Agency v A
[E=] &J Local intranet

Extract Data
32



EXTRACT QUEUE

The Extract Queue shows the position and status of your agency job
in the job queue.

Clicking the REFRESH PAGE link will display an update of your job’s
Status as your job waits or runs in the Extract Queue.

When your job has a STATUS of COMPLETE, you may select a view
format:
< #1.XLS (EXCEL)
s B3.ZIP (Compressed, zip file format). To access and use this
file, you must have an UNZIP file decompression utility installed
on your PC.

QO HRAWLk® R ew-[Ji & -~

Skip to Content b

IT Asset Inventory System

Extract Queue

Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

[T Show Instructions

Extract Queue

Eile Hame Status Reguested Date/Time # of Jobs Ahead

173 - Charitable Gaming Department of 173_HW_STAGING.xls Waiting 2/6/2006 1:22:03 PM n/a

* This page will automatically refresh every minute or Refresh Page. Extracts are provided in two formats, compressed (ZIP) and uncompressed
(XLS),

@ - Uncompressed format, XLS. Download this for an extract where no decompression utility is needed.
- compressed format, 2IP, Windows xP or a file decompression utility, such as Winzip, is needed.

V: 3.0.23.0 @ 2004 - 2006 Virginia Information Technotogies Agency v A

(] 5ore T
Extract Queue

Your Extract Job will remain in the job queue for 24 hours after the
job has run.
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Below is a display of what your extract file will look like.

Column headings appear on the first row of the spreadsheet and the
individual records follow.

B3 Microsoft Excel - 1000_HW_PROD[1].xls _ =] x|
Ed] File  Edit wiew Insert Format  Jools  Data  Window  Help Type s question for help + - & x
DEEHRS S G B F 98 -3l @ [@:wMssensseif 0 B L U|E==HH|S %|FE|E-H-A- M

Al hd # ‘Agency Mo.
A 1 B [ © [ D [ E T F [ & [ H [ 1T T J T K [ L T M [ ® [ o0 [
1 [Agency Ni4sset Cate Equipmen Additional Serial Nun Manufactu Model Nur Operating Operating VITA Tag  Agency Tt Seat Mane Vendor/Ot Service Stworking CPU |

| 2 (1000 PERIFHEIMOMNITOR MN/A | MOMN 55341 CBE{DELL. INC D1025TH 100023955 M he hd 3

| 3 Moog PERSON: DESKTOF M | PC- 2172011 DELL, INC GH-150  WINDOW!D 100023958 M he hd 3

Lﬁ oo PERSOMN: LAPTOP |N/A | PC- WOWKMY  DELL ING INSPIRONWINDOWT "00023977 ¥ hs b B

Lﬁ oo SERVER SERVEFR - MN/A | SER DI4ECH.I1COMPAL  PROLIAN WINDOW:T "100023956 ¥ hs b B

Lﬁ oo PERIFHEIMOMNITOR MNAA | WOMN Mx-06271FDELL, INC P-780 "00023957 ¥ hs b B

Lﬁ oo PERSOMN: DESKTOF MN/A | PC- 8NEICTT DELL INGC GH-240  WINDOWT "100023360 ¥ hs b B

Lﬁ oo PERIFHEIMOMNITOR MNAA | WOMN Mx-08G15 DELL, INC P-780 "100023962 ™ hs b B

iﬁ oo PERIFHEIFRINTER MN/AA | PRIN FEBB383E CANOMN L S750 00023961 ™ hs b B

Aﬁ oo PERIFHEIFRINTER MN/MA | PRINTH221231 HEMW/LET DESKJET 845C 00239543 ™ hs b B

Lﬁ oo PERIFHEIMOMNITOR MNAA | WON CH-085WL DELL, INC P-780 0023953 ™ hs b B
12

| 15 |

| 14|

15 |

| 16 |

17 |

| 16 |

| 19 |

| 20 |

| 21 |

| 22 |

| 2 |

| 24 |

| 25 |

| 26 |

| 27 |

[ 26 |

[ 2 |

[ 30 |

ER

EA

EEN e

I
35 -

W 4 » w[yHardware el | L”_‘

Ready

Spreadsheet

The data in the spreadsheet can be edited and saved as a .CSV file
ready for upload into the Staging Area.

Remember to select the CSV type when saving data as a CSV file.

Save in: [ astmEvTo =zl@ -ca @ *x Cu E

-~ Tools -

L.

My Recenkt
Daocurnsnks

ol

Desktop

\y

My Docurnenks

My Computber

File narme: IIDDD_HW_PROD(I}.CSV - Save |
My Metwork. =

Places Save as bype: K

Save As
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SESSION TIMEOUT

Inactivity on a particular screen will sometimes cause a SESSION
TIMEOUT to occur.

Select the option/function at the top of the screen you wish to return
to and your session will be restarted.

3 Session Timeout - Microsoft Internet Explorer

]
File  Edit Wiew Favorites Tools  Help ‘ 'ﬂ'
. a T . ™ .
@Back - © - |ﬂ @ ¥h|f)Search 5.7 Favories €)| - b o - i
Address [{&] htp:/fbss01 /ITAssetInventory/SessionTimeout.aspx | Bl |Lmks w

Skip to Content

IT Asset Inventory System

Session Timeout

Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

Your session has timed out. Please click any link above to re-start your session.

Vi 3.0.19.0 @ 2004 - 2006 Virginia Information Technologias Agancy v A

=l
& T —

Session Timeout
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LOGOFF

Select the LOGOUT button at the top of the screen to get out of the
system.

Select CONTINUE TO LOGOFF link to logoff of the application or
click the CANCEL button to return to your previous page

Q- \ﬂ IE ;\J|/"ﬂ‘ “:-‘-'?‘ ‘@)| Jr “.’a' w -] Jid

‘ fo - = x
Skip to Content =
IT Asset Inventory System
Logoff
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

You have chosen to Log Off the WITA Physical IT Asset Inventory System

You may continue to log off and a message box will display telling you that a process is trying to close the window. This is expected, please
acknowledge this by selecting the Yes button. Your browser window will close.

If you did not really wish to log off, then please select the Cancel button and you will return to the page that you were on before,

Cancel
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Logoff

When you select the CONTINUE TO LOGOFF link, a popup
confirming logoff displays.

Microsoft Internet Explorer X|

\z) The Web page you are viewing is Trying 1o close the window:.
-

Do you want 1o close this window?
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Select the YES button to complete the logoff process or select the
NO button to return to the Logoff screen.

HELP

Select the HELP link at the top of the page to display information
about the IT Asset Inventory System and where to get assistance.
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IT Asset Inventory System

Help
Home | Upload | Add Asset | Staging | Production | Extract | Logoff | Help

&ll reference materials required by the IT Asset Inventory system (file layout spreadsheet, Data Definition spreadsheet, System Help, etc.) can be
found on the VITA intranet by clicking here,

For questions on using the YIT& Physical IT Asset Inventory System, you may download the User Guide here.

You may also contact the ¥ITA Customer Care Center with a technical issue or business questions with the ¥ITa IT Asset Inventory System,

View standardized lists for:

» Asset Categories
e Aszet Category to Eguipment Type Matriz

» Equipment Types

e Error Messages

+ Explanation of Duplicates

+ Manufacturers, Yendors, and Maintenance Yendaors
+ Operating Systems

e Dperating System to Equipment Type Matrix

o Dwnership Descriptions

» Service Status Codes

« Working Orders Codes

@ 2004 - 2006 Virginia Information Technofogias Agency v A
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i.g'] ‘7 |7 |7 |7 ‘7 |\3 Local intranet

HELP

All Reference Materials required by the IT Asset Inventory system
(File Layout Spreadsheet, Data Definition Spreadsheet, System Help,
etc.) can be accessed by selecting the HERE link above. The
location is: http://www:.vita.virginia.gov/docs/itAssetinventory.cfm

The VITA CUSTOMER CARE CENTER link will direct you to:
http://www.Vita.virginia.gov/vcce/ for assistance.
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http://www.vita.virginia.gov/docs/itAssetInventory.cfm
http://www.vita.virginia.gov/vccc/

STANDARDIZED LISTS are available for:

s Asset Categories

s Equipment Types

s Error Messages

% Manufacturers. Vendors and Maintenance Vendors
s Operating Systems

% Ownership Descriptions

s Services Statuses

+ Valid Equipment Type Conversions
% Working Orders.

*
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